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ACTION PLAN and 


Milestones re objective - "By the end of FY-76 develop 

Office of Training an organizational 
plan in consonance with the Word 
Processing Center concept to utilize 

the qualifications of the administrative 
secretarial personnel to the maximum 
extent, while requiring the services 

of a minimum number of such personnel." 
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CLOFCTIVES BY END OF FY 1975 IMF ROVE ADMINISTRATICN OF THE 
AGENCY EXTERNAL TRAINILG PROGRAM 
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For SRS Management Conferencc, 1400 
9 May 1975. 


Attached: 


a a. Remaining FY 75 SRS Objectives. 
: b. Memo for the Record of March 
conference with SRS. 


At the conference, Unit Chief will submit 
action plans for his FY 76-77 Objectives. 
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MEMORANDUM FOR THE RECORD 


SUBJECT: SRS Management Conference with DIR, STATINTL 
10 Mazer 1975, 10: 30 


DDA Objective B67503, SRS Objective 1 - Review and Redesign. 


.ot the Agency Training Record (ATR) 


OJCS agreed to a_high priority for the redesign of the 

ATR and has assigned part time to do the ‘STATINTL 
. programming. We anticipate that it will take at least two 

months to complete the programming. The redesign of the ATR 

is working towards direct input. The Data Access Center 

(DAC) should be in the C of C within five months and we have 

identified the area in ISTB for the DAC. This objective now 

has a completion target date of 30 June 1975. The DDTR 

requested that a flowchart on the redesign of the ATR be 

prepared to show Mr. Blake at the Management Conference on 


é 27 March 1975- to prepare. 
STATINTL. : mz EESe 


SRS Objective 2 Improve | Administration of the Agency External 
‘training ; Program 


The Office of Finance wants OTR to retain control of 
all external training. ‘The Registration Group will do all 
billings, registrations, etc. Milestone #4 continues except 
for the Off-Campus Program for which a definite procedure 
has been established. The DDTR requested that ee? 4 1'N" 
provide a statement on savings to him in the new procedure 
for handling travel orders. The external training budget 

STATINTL for the Agency is 


en artnet ne Ps artnet A a 


The objective has been completed and dropped from 
further reporting. 


SRS Objective 4 - Component Training Officers 


The objective has been dropped. 
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Two new machines are on order with a delivery date of 
May or June. The T/O of the WPC has been increased by two. 
Chief, SRS is negotiating on space for six machines. Nego- 
tiating with Chicf, II on the possibility of obtaining 
additional adjoining space from II. The WPC will not save 
$35,000 in FY 1975, but it should show up in FY 1976. It 
was agreed that if new centers open up in the Agency, OTR 
personnel should be used to organize and set up the new 
centers. The DTR stated that we should try to get our girls 
the breaks. Presently, the WPC needs more material from 
LLC--Chief, SRS working on this. 


SRS Objective 6 - Reduce Records Moldings 

. This: objective is ahead of schedule. We have reduced 
our records holdings by 13.3 percent against a target goal 
of 11.2 percent cumulative through February 1975. 


SRS Objective 7 - Reduce Security Violations 


The objective is ahead of schedule. There were no 
security violations since the last meeting-8 January L975: 


SRS Objective 8 - Central Answering Telenhbone System 


All Milestones are now on schedule. 


SRS Objective 9 - Computer Applications for Internal and 
External Program Activity 


This objective is part of and included in the DDA 
Objective B67503, "Review and Redesign of the ATR" and DDA 
Objective B57505, "Establishment of an OTR Data Base." 
Therefore, SRS Objective 9 will be dropped from further 
reporting as a separate objective. 


Review of Proposed SRS Objectives for FY 1976-1977 


Chief, SRS submitted a revised list of proposed Unit- 
level SRS objectives for FY 1976-1977 and the following 
actions were taken: : 


a. Presently in progress, but will continue into 
FY 1976. 
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b. QOut--presently in progress” and should be 
aeipiered by end of FY 1975. 

oe OK 

d. OK 

e. OK 

£s Objective statement reworded to read "Restructure 
the Agency Off-Campus Program." The addition of Certificate 


Programs and the omitting of graduate-level courses 
should be covered in the milestones of the Action Plan. 


g. This objective is self-explanatory and need 
not be at the OTR (Unit) level requiring reporting to 
the DTR. This should be an SRS internal level objective. 


h. OK 
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OBJECTIVE: RESTRUCTURE THE AGNECY OFE- CAMPUS PROGRAM 
a UP CAMPUS PROGRAM 


ACTION PLAN - FY 1976 


MILESTONES : 


1. Meet with OTR, OJCS and University of Virginia representatives to 


discuss feasibility of instituting a Certificate Program in Information 


Systems in the Off-Campus Program curriculum. Completed. 


2., Complete preparation of mmployee Bulletin surveying emloyee in- 
terest in Off-Campus Program courses for Fall, especially in Basic and Ad- 


vanced Certificate pyograms in Information Systems. Completed 


— 


ge 


3. Analyze results of survey bulletin and determine employee interest 


in the Certificate Program in Information Systems and other course offerings. 


(undergraduate, graduate, and language) June 1975 


4. If employee interest warrants including an Information Systems 


Certificate Program in the Program, identify the specific¢ courses to be in- 


cluded and instructors for them, in coordination with OJCS. July 1975 


5. Review one-year waiver procedure for Program registration with Civil 


Service Conmission and Agency Training Officers. July 1975 
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6. Draft Employce Bulletin announcing details of registration for 
Program and specific course offerings, highlighting the new program for 


Certificates in Information Systems. July 1976 


7. In conjunction with OJCS and University of Virginia, investigate 
methods of administering the Certificate Program and determine necessity for 
keeping records on participants Separately from other Off-Campus Program 


Students. ; . i gcts August 1975 


8 Ibis determined that records on Certificate Program students must 
be kept'.separately from other Program students. develop methed for accomp- 


lishing this.”  - ; ; September 1975. 


‘9. Determine follow-on courses for Certificate Program to be included in 


Spring 1976 semester. October 1975 


‘10. " Determine what other Certificate Programs might be added to the Off- 


Campus Program. February 1975 


+ 


11. Investigate possibility of using EEO funds, in part, for Off-Campus 


Program. | January 1976 
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